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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Introduction

The Board of Elections (“Board”) produced this manual to assist candidates, officeholders,
committees and their treasurers with electronic filing of campaign finance reports via the
Electronic Reporting and Tracking System (“ERTS”).

If you have any problems or questions not resolved by this manual, please call a member of
the campaign staff at (401) 222-2345; meet with a member of the campaign finance staff in
person; or email the Board at campaign.finance@elections.ri.gov .

This ERTS User Manual is a “how-to guide” for the electronic filing of campaign finance
reports. Candidates, officeholders, committees and their treasurers are strongly
encouraged to review the Campaign Finance Manual as a resource for campaign finance
laws, rules, regulations, and compliance.
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STATE OF RHODE ISLAND

Getting Around in ERTS

BOARD OF ELECTIONS

Once you login to ERTS, you will start at the Organization Overview screen seen

below (Figure 1):

Your campaign name will be displayed here

Z§ https://secure2.ricampaignfinance.com/rhodelslandcf/ Candid-ce/Candidateworkspace_a.aspx - Microsoft Inte;

Your last login date is displayed here

=lEl =]

Cl I C k on th e File Edit Yiew Favorites Tools Help / ﬁ
“Help with : = y
- & = @ i} Q/ m @ @ | B 3 ;
th|S paqe” Back Faotyard Stop  Refresh  Home Sear Favorites  Media  History Mail Frink Edit Discuss  jgSpel
link to Address Ifcj https:,i,l’securaZ.ricampaignfinance.comp’rhodeIsIaPJcF,I’CandidateiCandidateworkspace_a.aspx /j @Go | Links | GO g](:‘ - I el
access \-82, Al
instructions Se Organization Overview Log off
about the Welcome back: JOHH @ CAHDIDATE Last Login: May 13 2005 10:08AM
page Help with this page Log Off | E0E)

Overview

|Account Status

Rhode Island Menu

o
K«

Board of Elections
Home Page

Ending Balance as of 03/31/:2005

$870.23

Generzl Information  |Pending Contributions

$0.00

View Filad Reports Pending Expenditures

$0.00

User Login . .
|Transact|on History
Search
- Filings. Transaction Type Year to Date Totals
- Contributions

$1,645.00

- Expendit =
SRS |Expendrtures I

$974.77

Contact Us

Campaign Finance

|Reports Due

Home
Report Type Due Date Report Status
Forms 2005 On-Going Guarterly (2nd) 07302005 View/File
Change Pin 2005 On-Going Quarterly (3rd) 10/30:2005 View/File
2005 Orfoing Guarterly (4th) 01/30/2006 View/File
\ 1
Board Bctions (Fines and Violations)
Descriptinn Yinlation Date Violation Description Violation Balance
(Open 100572004 Late Filing “iolation $25.00
Cpen \ [11/30/2004 |Cate Filing ialation [$45.00
\ 1
T
] \

Reports due, as scheduled by the BOE,

are displayed here Report Status

Navigation Tabs

[ 18 @weret

Figure 1 - Organization Overview

A report not filed by its Due Date will have a Past Due

The Navigation Tabs are the primary way to access most areas within ERTS (Figure 1.1).

Overview
Horme
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Fig. 1.1 — Navigation Tabs
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Navigation Buttons

Use this button to return to the previous screen. It is recommended that you use this
button instead of the Back button on your Web browser.

Use to add a new contribution or expenditure

Use to find a contribution or expenditure that you have already submitted.

Use to search for an existing donor from a contribution or an existing payee from
expenditure.

Use to submit information to ERTS.

The “Help with this page” link displayed in the upper left corner of every page
is a very useful resource to use while logged into ERTS.

ERTS USER MANUAL 6 MAY 2020




STATE OF RHODE ISLAND

Organization Overview

BOARD OF ELECTIONS

Every user begins in the Organization Overview area. There are four main sections of the

Overview area:

Account Status g e 2

Information contained in this section includes:

e Ending Cash Balance: the ending cash balance of the most recent report

received by the BOE.

e Pending Contributions: total contributions entered into ERTS, but not contained
within a filed report (see page 42 for additional details).
e Pending Expenditures: the total expenditures entered into ERTS, but not
contained within a filed report (see page 42 for additional details).

Transaction History .,

Information in this section includes:

e Contributions: the total of all contributions entered into ERTS for reports that
have been “Received by the BOE” during the calendar year.
e Expenditures: the total of all expenditures entered into ERTS for reports that
have been “Received by the BOE” during the calendar year.

3 https://secure?. ricampaignfinance.com/rhodelslandcf/Candidate /Candidateworkspace_a.aspx - Microsoft Interne

File Edit Yiew Favorites Tools Help

= = @ [

Back T Farward) Stop Refresh  Home

Q@ @ @ B

Search Favorkes Media  History

B- & @ [ 3 %

Mail Print Edit Discuss  iesSpell

Address |g'] https:/{secure2 ricampaignfinance. com/thodelslandcf/CandidatefCandidatewarkspace_a.aspx

State of Rhode Iskand
Campaigh Finance Electronic Reporting & Tracking System (ERTS)

Organization Overview
Welcome back: JOHH @ CAHDIDATE Last Login: Apr 14 2005 $:26AM

Help with this page Log Off | v 1.5.2 (stage)

=] @en |Links B
—

-

Overview
Home
Istand Menu |Account Status
Board of Elections Totals
Home Page Ending Balance as of 12/31:2004 $0.00
General Information  |PEnding Contributions $0.00
View Filed Reports Pending Expenditures $0.00
User Login IT tion Hist
ransaction HIsto|

Search Y <
- Elings Transaction Type Year to Date Totals
- Lordributions. Contributions $0.00]
- Expenditures [Expenditures | $0.00]
Contzct Us
Campsign Finance Reports Due
Hame I—
= Report Type Due Date Report Status
Core] 2005 On-Going Cuarterly (1st) 043002005 Past Due \View/File =
Lhange Fin 2003 On-Going Quarterly (2nd) 07/30/2005 View/File

2005 On-Gaing Quarterly (3rd) 1043002005 View/File

2005 On-Going Quartetly (4thl 01 /3062006 View/File

1
|&] pone T

Figure 2 — Organization Overview
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STATE OF RHODE ISLAND

Reports
Due

Violation

a https://secure2.ricampaignfinance.com/RhodelslandCF /Candidate /Contribution¥orkPage.aspx - Microsoft Interne

BOARD OF ELECTIONS

=181 x|

File Edit YWiew Favorites Tools Help

@« 02 D B & | @4 = @ @ B & = H %

Back Farmard Stop Refresh  Home Search Favorites Media  Histary Mail Print Edit Discuss  ieSpell

Address Iﬂﬂ https: j/secure2.ricampaignfinance .comfRhodelslandCF/Candidate/ContributionworkPage . aspx

j s ‘Lmks &

Organization Overview

-

‘Welcome back: JOHH O CAHDIDATE Last Login: Apr 15 2005 §:19AM
Help with this page Log Off |v1.5.2 (stage)
Rhode Island Menu |Acc°unt Status
Eoard of Elections Totals
Secti Home Page Ending Balance as of 12/31:2004 $0.00
ection General Information  |Pending Contributions $1,345.00
Vg Filed Reporis Pending Expenditures $974.77
ser Login i .
[Transaction History .
= - View/
Filing= Transaction Type Year to Date Totals Fil
P Contributions $0.00) — rlie
Rep [ Expenditires [Expenditures | $0.00|
Ty pe Contact Us
[& Finance Repor‘ts Due
Home
Report Type Due Date Report Status _
Forms 2005 On-Going Guarterty (15t) 04r30,2005 Past Due i®®/File
Lhange Pin 2005 On-Going Quarterly (2nd) 07/30,2005 View/File
2005 On-Going Guarterly (3rd) 1003002005 View/File Repo rt
Date \ 2005 On-Going Guarterly (4th) 01/30/2006 g View/File - Due
Date
|Board Actions (Fines and Violations)
Descripiion Violation Date Violation Description Violation Balance
|2pen [1170/2004 |Cate Fiing Yioltion ™ I i
< 0l = Fine
& = T Bem= __  Amounts
Figure 3 — Organization Overview
(Figure 3)

Reports Due

Information in this section includes:

reports scheduled by the BOE

Report Statusy

BIVEBENE. the date by which a report must be filed through ERTS.
indicates whether the report is past due or rejected.

View/File: provides a link to view and file the report which is due.

To view filings received by the BOE, look under the Filings tab (see

Figure 28 on page 35).

Board Actions .

Information in this section includes:

o [T indicates whether a fine or penalty assessed by the BOE is open,

paid, revoked or suspended.

VilelENilela Wb ogToli[e]y]: a description of the BOE action.

ERTS USER MANUAL 8
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STATE OF RHODE ISLAND

Contributions

BOARD OF ELECTIONS

Clicking on the SIEOIOOITEE tab brings you to the Contributions section of ERTS. This

is where you enter and manage all contributions received by your organization (Figure 4).

a https://secure2.ricampaignfinance.com/rhodelslandcf/Candidate /Candidateworkspace_a.aspx - Microsoft Internet - |ﬂ |5|
File Edit ‘ew Favorites Tools Help ﬁ
= D 4 | @ = D | B D . ¥
Back Forward Stop Refresh  Home Search Favorites Media  History Mail Print Edit: Discuss  ieSpell
Address I@j httpsiisecurez. ricampaignfinance . comirhodelslandcf fCandidate fCandidateworkspace_a,aspx j @GD ‘ Links **
Contributions State of Rhode Island[————————————————
Tab d Campaign Finance Electronic Reporting & Tracking System (ERTS)
~
Contribution Administration Add a
Last Login: Apr 15 2005 9:14AM Contribution
Log Off [w1.52 (stage)
Contributions .
Find
Contribution
Rhode Island Menu_|S@Ntribution History (10 mest recent Contributions)
Bosrd of Elections m
Home Page 10 Most
Dono 0 0 e 0 on Date Depo Date 0 oh Amo
General Information g, | |58 1 JOMES  |Inclivicusl 0371 502005 P $300.00|Edit Recent
\iew Filed Reports  |JOHN @ CANDIDATE |Loan Froceeds 02 502005 <« F500.00|Ed 1L Contributions
Uzericain lAgoregate - Individual  |0307/2005 03107 12005 $370.00(Edit
Smren JJAME JOMES Inciivicusl 02/1 972005 $125.00|Edit
~Fllings . JOH N, SMITH  [incividual 011 22005 $50.00(Edit
- Contributions Edi
Click Here to | - Expenditures . ita
|Donor Maintenance Syt
Enter the Contact Us - - " = . n " > Contribution
By entering the Donor Maintenance area, you as the user wil hawve the shility to search for a donor and to fix any informstion that is
DO nor Campaign Finance stored about the selected donor
Maintenance | feme
. —— P> Update a Donor
Section Eorme
Change Pin
|&] Done ,_,_E # Internst

Figure 4 — Contribution Administration

Contribution History (Figure 4)

This section allows you to view up to the last 10 contributions entered into ERTS, add new

contributions and find and edit contributions already entered into ERTS.

o Donor Name of the donor (if applicable).

o [ofe]gliglelViilelsMNALs: The type of contribution received, such as Individual, Party,
PAC, etc.

o : The date the contribution was received by the duly appointed
campaign treasurer or deputy treasurer.

o [DETJIMPENS: The date the contribution was deposited into a campaign account.

o [ofe]pligloltiilelsWaNaIeI¥gls: The amount of the contribution.

e Edit: The link allows the editing of contribution information for the last 10
contributions entered into ERTS, but which have not been filed. You will not be
able to delete a contribution using the Edit link.

ERTS USER MANUAL 9 MAY 2020




STATE OF RHODE ISLAND BOARD OF ELECTIONS

Add a New Contribution-Individual (Figure 5)

To add a new contribution from an individual into ERTS:

1. Click on the m button in the Contributions History section (Figure 4), which
brings you to the Contribution Entry page. (Figure 5). The Contribution Type
“Individual” is the default setting in ERTS (Figure 6).

2. Enter the required Contribution information.

3. Enter the donor’s Last Name in the Donor Information area.

4. Click on the IESldl button.

a. if Donor Information is already stored in ERTS, select correct name.
b. If Donor Information is not already stored in ERTS, enter all required Donor
Information and Employer Information

5. Click on the m button to save contribution in ERTS.

6. Repeat steps 1-5 to continue data entry of contributions received.

7. Click on the m button to go back to the Contribution Administration page.

ERTS USER MANUAL 10 MAY 2020




STATE OF RHODE ISLAND

3 Candidate Contribution - Microsoft Internet Explorer

BOARD OF ELECTIONS

=l
Elle Edit Miew Favorites Tools Help ﬁ
= =D o a m @ @ | B a9 o ¥
Back. Forward Stop  Refresh  Home | Search Favorites Media  History Mail Print Edit  Discuss  ieSpell
Address I@ https:/fsecure2. ricampaignfinance . comfrhodelslandcf [Candidate /Contribution'workPage. aspx j rf&Gn | Links ** E n ter
Welcome back: JOHH Q CAHDIDATE Last Login: Apr 18 2005 8:46AM = specific
Help with this page Log Of | v 152 (stage) Information
about the
Contribution [Contribution S— S— 2xpecomnihicd contribution
Typ e —_ Contribution Type * ?,,?,iﬂg,\?ﬁ;) . ?ﬁ,ﬂ?ﬁgﬁﬁi) Transaction Type *  Contribution Amourit * h ere
[ncliviciusl =] ICheck =l 3 I
Rhode Island Menu  Contribution Explanation
Board of Elections =1
Home'Fane) I™ Lock Info
General Infor mation =l Ent_er
iew Filed Reports . requi red
s Logic |Donor Information L — information
Sia,mh Fretix: First Mame: * [ Last Name: * Suffie dabO ut r: he
- Filings
- Cortributions [ [ [ | onor nere
- Expenditures sdiresst e |
Contaot Us Address2 |
Campsign Finsnce oy, ., [ Stete = [ oo [
Home - Enter
Forme Lock Donor Infa )
Ferne required
Change Pin : :
|Employer Information information
- about the
Mame: * I y
Addresst: ** donor’s
Address2 em ployer
City: = State: = Zipy | here
Click here to /W
save S
Ve earch for the ;
contribution donor = _ Click here to
in ERTS = cancel entry
[&] pone [ & [ meermet of the

Figure 5 - Contribution Entry page

contribution

NOTE: It is important that you utilize the W feature whenever adding contributions in
order to maintain an accurate donor database and to ensure compliance with annual

contribution limits. ERTS has the capability to warn you if a donor exceeds his or her annual
contribution limit set by Rhode Island’s campaign finance laws.

ERTS USER MANUAL
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

Contribution Type (Figure 6)

Before adding a new contribution, you must select the appropriate Contribution Type from
the drop-down list in the Contribution area of the Contribution Entry page. The following

contribution types are available to select: o
Cortribution Type *

Inclivicusl |

Individual

Agoregate - Individual
Agoregate - PAC
Agoregate - Party
PAC

Party

Loan Proceeds
In-Kind - Individual
In-Kind - Party

In-kind - PAC

Interest Received j

Y
il
i
Siae
fiiae

o | e BE |

“
Huted P | NS¢ 2HIR-00

Figure 6 — Add a Contribution Screen

\\\\<

If you leave a required field blank, you will receive a warning message in red text
indicating which required fields you failed to correctly enter information into.

ERTS USER MANUAL 12 MAY 2020




STATE OF RHODE ISLAND BOARD OF ELECTIONS

Donor Maintenance .

To update or add Personal or Employment Information for an individual donor previously
entered into ERTS by an organization:

1. Proceed to the Donor Maintenance area located under the Contributions tab on

the Contribution Administration page (Figure 7).
2. Click on Update a Donor link, which brings the user to Donor/Payee Update page

(Figure 8).

2 https:#fsecure?. ricampaignfinance.com/rhodelslandcf/Candidate/ExpenditureWorkPage.aspx - Microsoft Internet Explorer E|
"l

File Edt View Favorites Tools  Help i

2 | = i
@Back ) | lﬂ Ig l\l / ) Search ‘i:/ Favorites ‘) { - = _J ‘i“

Address ‘@1 https:/jsecure2. ricampaignfinance, com/rhodelslandef fCandidate/ExpendituretworkPage, aspix v ‘ Go  Links *

Contribution
State of Rhode Island———————————1

Campaign Finance Electronic Reporting & Tracking System (ERTS) Administration page

Contribution Administration
‘Welcome back: Richard E Thornton on behalf of JOHN 0 CANDIDATE Last Login: Sep 15 2005 9:41AM
Help with this page My BOE Homepage Log Off v 154 (stage

Contributions tab

Contributions

me

|Contribution History (10 most recent Contributions)

Board of Elections m

Home Page

[

Danor Contribution Type Contribution Date Deposit Date Contribution Amount
Genersl information  |ROGER WILLIAMS  [Iclvidual (020012005 5300 D0|Edit
View Filed Reports M. LISA K JONES  |Inciividual (031552005 §300.00(Edit
User Login JOHK @ CANDIDATE  |Loan Procesds (024 52005 $500.00(Edit
e Aggregate - Individual 1310712005 (0340712005 $370 00| Edit
[ eitings [1£NE JONES Incvial 021 3/2005 125.00[Edit
- Cortribitions MR, JOHR N, SMITH  Inclividual (0141 22005 §30. 00(Edit
- Expenditures .
Donor Maintenance
N i
somtect s [Donor Maintenance < area
Campaign Finance By entering the Donor Maintenance area, you as the user will have the ahilty to search for a donor and to fix any information that is
Home stored shout the selected donor.
Forms
Update a Danar
Change Fin
@j é ° Internet

C
f 2 LetterTracking.ds r 4 GroupWise - Mailbox F &l ERTS User Manual Dr... 7} https:/jsecurez ricam, . Q}ﬁ: # 2i29PM
7

Figure 7-Donor Maintenance

Update a
Donor
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STATE OF RHODE ISLAND

Donor/Payee Update
‘Welcome back: JOHN Q CANDIDATE
Help with this page

Last Lagin: Apr 19 2005 12:57PM
Log Off |v1.5.2(stage)

—___ 1

BOARD OF ELECTIONS
/3 https:/ /secure2.ricampaignfinance.com/rhodelslandcf/Candidate/ContributionWorkPage.aspx - Microsoft Internet Explorer =181 x|
He Edt Vew Faomes Dok beb [« |
@« = 0 Q 4 | @ g @B o9 g H ¥
Back Forward Stop  Refresh  Home Search Favorites Media  History Mail Print. Edit Discuss  ieSpell
Address |'€]" I i hodelslandcF/CandidateContributionWorkPage, aspx j PG |Lm »
State of Rhode Island Donor/Payee
Campaign Finance Electronic Reporting & Tracking System (ERTS) Upd ate p ag e

Record Type: @ individual " Organization
Last Name
|Personal Information field
Rhode Island Menu  pop, First Name M Last Neime «f— T
I decti
PoNES
I . '
& jon  Addresst [
Miew Filed Reports  Address2 |
ser Login ciy [ s Zip
Search
- Eilings
- Contributions |Employer Information
- Expenditures
Employer
Contact Us Noe |
- Employer
LCampsign Finance
mesian Fin pobici — Search ERTS for
Home Employer
= Adkiress? donor name
= o Siate i match
»
=
-
I‘EID“‘ Click here to search for an existing Donor or Payee. [—° Internet

Figure 8 - Donor/Payee Update Page/Search for donor individual

3. Click the appropriate Record Type: Individual or Organization

a. For Individual, enter the donor’s last name into the Last Name field (Figure 8).

b. For Organization, enter Organization Name (Figure 9).

A https:/fsecure?. ricampaignfinance.com/rhodelslandcf/Candidate/DonorUpdate.aspx?Page =Contributio - Microsoft Internet Explorer

)
File Edt View Favorites Tooks  Help a
\ Al i . R
Qo= - () - [#] [&] (0 Oseweh Flprmenies £ (- 3
fiddress (€] hitps:ffsecure2.ricampaignfinance. comfihodelslandcjCandidatejDonorUpdate. aspx?Page=Contribution v B ks *

State of Rhode Island
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
‘Welcome back: Richard E Thernton on behalf of JOHH @ CAHDIDATE
Iy BOE Homepage

Last Login: Sep 15 2005 ::41AM

Helo with this page Log 0t |v1.54 (stage)

Record Type: O indivicusl &) Organizetion

|Persona| Information

Rhode Island Menu

Organization
Name field

Organization Kame
Board of Elections
Home Page

General Information "3 I |

ViewFiled Reports  Address2 [ |

User Login city

Search
- Filings
- Contributions
- Expenditures

Contact Us

Contribution Home

Campaign Finance

o Search ERTS
Change Fin for donor
name match
B & mkernet
{75 User Menualbr i Figure 9-Search for donor |
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STATE OF RHODE ISLAND BOARD OF ELECTIONS

4. Click IESEE

a.

Search Results area

For Record Type: Individual, the names of all individual donors previously
entered into ERTS by the user’s organization will be searched and any matches
will be displayed in the Search Results area (Figure 10).

For Record Type: Organization, the names of all organization payees (i.e. for
Interest Received and Refunds/Rebates) previously entered into ERTS by the
user’s organization will be searched and any matches will be displayed in the
Search Results area (Figure 11).

AR https:// secure2.ricampaignfinance.com/rhodelslandcf/Candidate /Donorlpdate.aspx?Page =Contributio - Micrasoft I (=%

Fie Edt Vew Favortes Tools Help ‘

o0 D Q B & o EH %
Back. Forward Stop Reftesh Home Search  Favorites  Madia Histary Mail Print. Edit Discuss iespel
Address [&] hitps; didate,DonorUpdats cnribution | Poo ks >
X Help with this page Log Off |v1.52 (stage) 5|
\ Record Type: & Indivicual " Organization
3 |Persona| Information
Rhode Istand MenU  pref; — First Name 2 Last Name Sutfix
Board of Elections ToNES
boma Pae |

Ageresst [

Aderess2 [

City State Zip

|Emp|oyer Information

Employer T

Mame:

Employer I

Aderess1

e |

ress:

Evlorr [ s — | — Click on the name
of the donor to
update
information

/ |Search Results
Close

ID [Full Ham- Record Date [Address  [City,STZip Employer Name

78852 JANE JONES Current. 789 BLACKSTONE BLYD PROVIDENCE, RI 02906 ANCHOR BANK

76658 MS, LISA K JONES Current 123 SUBURBAN ST PROVIDENCE, RI 02806 WATERYIEA RESTURAUNT |

@] Dore EEN

Figure 10 — Search Results for Individual donor
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& https:/secure?. ricampaignfinance.com/RhadelslandC| ndidate/DonorUpdate.aspx?Page=Contributio - Microsoft Internet Explorer

Fle Edt ‘View Favortes Tools Help

@Back ) lﬂ @ h /..-\J Search ‘ij:(Favuntes {‘} 4~ :, _J ﬁ

=4
Address | @] hitps:/fsecure2.ricampaignfinance. com{RhodeTslandCFjCandidateDonorLpdate, asp?Page=Cantribution v| Go  Links *
4 5 5 N 7 ~
= » "— ‘Campaign Finance Electronic Reporting & Tracking System (ERTS) B
Donor/Payee Update
‘Welcome back: Richard E Thornton on behalf of JOHN G CANDIDATE Last Login: Sep 15 2005 :11AM
Help with this page My BOE Homepage Log Off | v 1.5.4 (stage)
Record Type: O individual © Organization
|Persona| Information
Rhode Island Menu Organization Name
T
Home Page
General Information  #99rEss! | |
View filed Reports  Address2 [ |
Search :
e Click on the
- Gortribuions name of the
- Expenditures donor to
Search st [[seart || contvton ome update
Result area icn Fipence information
ome’ earch Results
F
— Close
Change Fin
FuII Name Record Date |Address City,ST,Zip Employer Name
R854 BLACKSTON Current 789 FINANCIAL WA  PROVIDENCE, RI 02903
76386 BANK ONE Current i
= v

El

Figure 11-Search results for Organization payee

5. Click on the name of the individual donor or organization payee to update/fix.

6. Update the individual donor's (Figure 12) or organization payee’s (Figure 12.1)
information.

_(Ex]
3 2] %] B 5 = 3B %
Back  Fowed | Stop  Reftesh  Home | Seach Favories Media  Hstory | Mal  Prnt  Eoi  Discuss ieSpel
Address [ nitps: secu didate(Donarpdate. aspxaPage=Contribution | Poo ks >
Donor/Payee Update E
Welcome back: JOHH Q CANDIDATE Last Login: Apr 19 2005 12:57PM
Help with this page Log Off | 152 (stoge)
Record Type & tndivicusl € Organizstion
e 7 |Personal Information
Rhode island Menu  Grerge [————————
Dale
Bosrd of Elestions
eSS mem Frsthiame " Last Name Suffix
senera wormaten 1| P F fores
\iew Filed reports  Adche 123 SUBLRBAN ST
user Loan Garess |
searcn
) ciy FROVIDENCE state i [z
Update Personal
4
and/or EmpIOyer ) er Information
Information EnREYe! [aTERVE RESTIRAT
Campsign Finance N
Home Eml
Sty frsERSEeCaE
e Employer
Change Fin Address2
Empl Emp
Spplover [IRRESTOMT State & Spelover faTee
[ fovsenen] Covomome
Click Fix to /|Organ|zat|on Change History
e Date i ame I — e — o
save Curert MS [ISA I IONFS 123 SUBLRBAN ST PROVICENCE, R 02308 El
changes @iooe 1B @ e

Figure 12 — Update Individual Donor Information
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File Edt View Favorites Tools Help l';'
1 A B < , ) 24

@Back - \ﬂ Ig NI, ) Search o Favorites ‘:( M= _J -“i

Address |2J https:/isecure2 ricampaignfinance,com/RhodelslandCF{ Candidate/DonorUpdate, aspx?Page=Contribution V‘ Go Links

State of Rhode Istana ]

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Donor/Payee Update
‘Welcome back: Richard E Thernton on behalf of JOHH O CANDIDATE Last Login: Sep 15 2005 :4AM
Help with this page My BOE Homepage Log Off | v 1.5.4 (stage)
Record Type: O inciviusl & Orgarizstian

|Persona| Information

Update
Rhode Island Menu

Organization Name Organization
Board of Elections B ONE i
Home Pge Information
Beneral Information  #998SS1 ‘

View Filed Reports  Address2 [ |

s gy [ C—

Search

- Filings

- Contributions
- Expenditures

Carkad U EImEe— ClickFixto uew search]

Campsign Finance save changes

Home

Forms

@1 é ‘ Internet

C
[ LetterTracking. s " Groupiise - Mailbox ol ERTS User Manual Dr... 3 hiy icam,.. &L g 10:10 0
v

Figure-12.1-Update Organization Payee Information

7. Click gl at the bottom-left of the screen to save any changes. (Note: you will
be returned to the Contribution Administration page.)

Add a Contribution-Political Action Committee (PAC) or Political Party Committee
When adding a contribution from a PAC or Party:

1. Go to the Contribution Administration page located under the Contributions tab.

2. Click on the m button in the Contribution History area.
3. Select Contribution Type = PAC or Party from the drop-down list located in the
Contribution area of the Contribution Entry page. The page will automatically
refresh, bringing the user to the correct data entry screen.
Enter complete contribution information.
In the Donor Information area, enter the name of the PAC or Party or a Key #, if
known.
6. Click on the m button (Figure 13).

Note: The correct names and addresses of all PACs and Parties registered in RI

are stored in ERTS. If the user has difficulty locating a PAC or Party stored in
ERTS, enter only the first word in the PAC’s or Party’s name, or a portion thereof.

ok

7. Click on the aEEroEriate PAC name from the search results (Figure 13).
8. Click on the button to save the entry in ERTS (Figure 13.1).
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Select PAC or Party

as Contribution

7
|Contribution / "

BOARD OF ELECTIONS

Enter
contribution

information
* Required
" Recommended

I . Receipt Date
Contribution Type J (mmfd%f}fw}f) *
[PAC v ] [03/03/2005 |

Contribution Explanation

Donor Information

Transaction Type * /60ntributi0n Amount *

[Check K|S |250

|:| Previous Agagregate

Enter donor PAC
name and click
Search

@ Contains O Starts

PAC Name * [RI DENTAL «

Organization Name

,State,Zip

278 RI DENTAL PAC

8§75 CENTERVILLE ROAD

WARWICK, RI 02886

From the search
results, click on the
name of the
appropriate donor
PAC

Candidate Contribution - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

eﬁack = J Iﬂ Ig __h /._‘J Search ‘»j:g’Favorltes Q:‘} [_\'- :_\,'_ _J 'ﬁ

Address |@ https:fsecurez ricampaignfinance .camRhodelslandCF/Candidate/contribution. aspx

~ | Go Links **

State of Rhode Island [ ]

Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution Entry

Welcome back: Richard E Thornton on behalf of JOHH O CANDIDATE Last Login: Sep 15 2005 %:41AM

Help with this page Iy BOE Homepage Log Off | v 1.5.4 (stage)
. . -
[Contribution i Rmppauiren

Receipt Date Deposit Date
Corntribution Type * (mmiddiyeyy) (mmidd Ay Transaction Type = Contribution Amount *
[Pac v| T [pam3iz00s | [ creck v gz

Rhode Island Menu  Cortribution Explanation

Board of Elections
Horne Page

General Irformation

‘iz Filed Reports
User Legin Donor Information

[gearch PAC Name * RI DENTAL PAC

- Filings

- Cortributions

- Expenditures Click Submit button to save

Contact Us entry into ERTS

Campaign Finance

e [ Return

Faorms

Change Pin

@ Daone é 0 Internet

~7 . I s e a
iy Start Bl LetterTrad s A4 ailbo Manual Dr. .. 43 candidate Contributi...

Figure 13.1-Submit registered PAC/Party contribution
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9. Ifthe search for a PAC or Party name ultimately yields no results, add the contribution
as an Other Receipt (Figure 14).

10. Click on the button to save the entry in ERTS.

Note: Accepting a contribution from a PAC or Party not registered in Rl is not allowed

under RI campaign finance law. A contribution received from an illegal source must
be returned to the donor.

Enter contribution

information
Select Other Receipt as
Contribution Type )
[Contribution - poo e
Contribution Type * / mﬁ'ﬁ{l:ﬁit!?fﬁ) = (Dme%?gg!%?;% A/Tam@n Type *  Contribution Amount *

[Other Receipt V] 03/03/2005 | $

Contribution Explanation * Reference Number

UNABLE TO IDENTIFY PAC IN ERTS, RECEIVED FROM | |
ABC PAC]

Include Explanation and
Name of Contributor

Click Submit button to save

| submit_| entry into ERTS | Retum |

A

Figure 14-Add an Other Receipt

Add an Aggregate Contribution

The filer may elect to report contributions received as an “Aggregate” (Aggregate-Individual,
Aggregate-PAC, or Aggregate-Party as the case may be), provided the total received from a
single contributor does not exceed $100 in the calendar year (Figure 14.1).

B i Enter Deposit Date *- .
|ContrIDUt|°n **:RecolmRrﬁgﬁggg
Contribution Type * P;%?Sg;?ﬁ;% Transaction Type = Contribution Amount *

[Aggregate - Individual |\ $ |14OD |

Contribution Explanation

14 individuals @ $100 each T Select A t T
elect Aggregate-
\ as Contribution Type Enter total

aggregate amount
T Include Explanation per deposit date

A

Click Submit button to save
| submit | entry into ERTS | Retum |
Figure 14.1-Add an Aggregate Contribution
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Add a Loan Proceeds

A candidate may contribute or loan an unlimited amount of his/her own funds to the campaign
account (Figure 14.2).

Enter contribution

. . information - :
|Contr|but|on **:Reco'mRrﬁggggg
Contribution Type * mﬁgﬁgfﬁ) = Pnf%?gg;?ﬂ% Transaction Type *  Contribution Amount *
[Loan Proceeds v | [ ] :] $|
Contribution Explanation \

——__ Select Loan Proceeds
as Contribution Type
|Donor Information
Prefix: First Name: * MI: Last Name: * Suffix:

L]

|

Address1: = l ]
|
|

Address2: ]
City: = State: ** zZoe [ ] Search ERTS for
! l donor name
match

Employer Information

Name: **
Address1: **
Address2:

City: ™ State: ** Zip: v

Click Submit button to save

s | Retum_|

Figure 14.2-Add a Loan Proceeds

See page 28 for instructions on how to enter a Repayment of Loan.
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Find a Contribution

A user may need to find a contribution previously entered into ERTS to:
+ Update or Edit entry
¢ Delete entry
¢ Return funds to the contributor
¢ Record contribution as unavailable due to Non-Sufficient Funds (NSF).

Searching ERTS for a contribution is done from the Contributions Administration page
(Figure 15). Click on the m button to access the Contribution Update page.

/) https:/ /securez.ricampaignfinance.com;rhodelslandcf/Candidate /Candidateworkspace_a.asp - Microsoft Internet Exp o [ |
Fle Edt Wew Favorites Tools Help
&« 0 B B 4| 8 @ 3 B 3 H . B *
Back. Forward Stop Refresh  Home Search Faworikes  Media History Mail Print Edit Discuss iespel
advess [{@] htepsifjsocurez.ic y fCandidete o_a.aspx =] Pe ks ?
State of Rhode Island
Campaign Finance Electronic Reporting & Tracking System (ERTS)
Contribution Administration
. . ‘Welcome back: JOHH @ CAHDIDATE Last Login: Apr 22 2005 8:33AM . .
Contribution elo it i page Lot 14152 cst008) Click Find to
Administration search for a
Page Col.uthutions Contribution
ome
|Contrihution History (10 most recent Contributions)
Contribution Type Contribution Date Deposit Date Contribution Amount
190 IMS. LISA K JONES Incliviclial 031572005 F300.00(Edit
£3 [JOHN @ CANDIDATE  |Loan Procesds (0211572005 $200.00[Edit
| Segregate - Individual (03072005 [03/07 2005 $370.00(Edit
JJANE JONES Inciiviclial (0211872005 $125.00|Edit
i MR, JOHM M, SMITH  [Ineliviclil [01./12/2005 $30.00(Edit
ortribusior:
spenditure: .
Donor Maintenance
cblaci o5 By entering the Donor Maintenance area, you as the user wil have the ability to search for a donor and to fix any information that is
smpaign Finsnce stored about the: selected donor.
ome
Update a Donor
Forms
Change Pin
@ [ [& |4 nternet

Figure 15- Contribution Administration
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At the Contribution Update page, enter in information about the contribution you are finding.
For example, enter in the last name of the donor and/or the contribution amount (Figure 16).

Click IEEErl to yield results.

 https:/ /secure2.ricampaignfinance.com/RhodelslandCF/Candidate/ContributionWorkPage.aspx - Microsoft Internet Explore =1=x]
Ele Edt Yew Favorites Tools Help ﬁ
) at Q @ @ @ | B o9 =
. . Back Forward Stop Refresh Home Search  Faworites  Media History Mail Print Edit Discuss iespell
Contribution Addrsss [{€] hitps:jserure? ricampaignfinance. comiRthadeslandCF Candidate/ContributionitarkPage. aspx | @m | Links
Update ——

Campaign Finance Electronic Reporting & Tracking System (ERTS) ;I
—_—
screen

Contribution Update

Enter in
Welcome back: JOHH Q CANDIDATE Last Login: Apr 22 2005 §:33AM . .
. information
elp i is page Log Off |v1.52 (stage)
about the

L Contribution

il i * Reguired . .
[Contribution = ot you are finding.
Contribution Type Receipt Date * Deposit Date Transaction Type * Cortribution Smount * For eX am p I e
f
Rhode Island Menu [pooco oot = | Al I Last Name &
Board of Elections
[—"— Contribution Explanation |~ Amount
General Infor mation
- Transaction Mumber l—
Y¥iew Filed Reports ;I
User Login .
|Donor Information
Search
_ Filings Prefix: First Mame: Mk Last Mame: 4 Lif iz
Hino= & l_
- Contributions I [SMITH
- Expenditures. Adiress1
Contact Us Address2,
Campsign Finance  City: [ state: | zp |
. : H ;
Click Find ome |Emp|oyer Information
. - Forms
Contribution - Name
Change Fin add "
to search \ ress
Address2,

Find Contribution m

&) pone EE T

Figure 16 — Contribution Update page
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BOARD OF ELECTIONS

The results for the search will appear at the top of the page (Figure 17). If no results are
displayed, try broadening your search by including less information, such as only the Last

Name.
contribution.

A https://secure2 ricampaignfinance.com;RhodelslandCF/Candidate/contributionchange.aspx - Microsoft Internet Explore

If the search yields results, click on one of the options shown to the right of the

File Edt Wew Favortes Tools  Help ﬁ
« 0= @ a @ B S N
Back Forward. Stop Refresh Home: Search Favorites  Media History Mail Print Edit: Discuss iespell

Address [ ] https://secure2 ricampaignfinance com{Rhodelsland R Candidatefcontr N—

Welcome back: JOHH Q CAHDIDATE
Help with this page

Contribution
search results
(Contribution

Name i
4270 RO i

Contribution Update

Receipt
Date

Derusil [Contribution
Date A

State of Rhode Island|
Campaign Finance Electronic Reporting & Tracking System (ERTS)

Contribution

Last Login: Apr 22 2005 8:33AM | OpthﬂS to
Leg Oft [v1.52 (stage) Edlt, Delete,

Return, or NSF

MITH 01/12/2005 $50.00Mo  LpdateDeleteReturnNEF,
N " Reguired
Rhode Istand Menu [Contribution e
Board of Eledfions  Contrlbution Typs Receipt Date *  Deposit Date Transaction Typs * Contribution Amount *
Home Page
Sereral Irtormaton, [PEREE 5ok B [ [ar=] s oo
\iew Filed Reports  Cotribution Explanation
User Login =
T ction Numb
— ransaction Number
- Eilings LI
- Contributi |Donor Information
- Expenditures
Prefix: First Name: M Last Mame: Sutfi
Contact Us I WTH
Campsign Finsnes  pgddresst:
Horme
Adkdressz
Forms City: state: | zi |

Lhange Pi
snas |Emp|oyer Information
Mame:
Addresz1: _I
) [ |5 (4 interret

The options displayed are:

Update:
Delete:

Return:
NSF:
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Figure 17 — Contribution search results

Allows you to change/edit details for the contribution.
Delete the contribution from ERTS.

Used if you returned a contribution to a donor

Used when a contribution is returned for insufficient funds
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Updating a Contribution (Figure 18)

If you choose to update a contribution you searched for, click the Update link to be taken to
the Contribution Update page. Change any details of the contribution which need to be
changed. The only detail you cannot change is the Contribution Type. Once you are
finished, click INEEXE=CEreE .

/3 https://secure2.ricampaignfinance.com;/RhodelslandCF/Candidate/contributionchange.aspx - Microsoft Internet Explore -18] x|
Eile Edit VYiew Favorites Tools Help |
= =9 @ | & @ @ B B 5 . i
Back Forward Stop  Refresh  Home | Search Favorites  Media  History il Print Edit Discuss  ieSpel
Address [{€) hitps: fsecure ricampaignfinance.com{RhodelslandCF/Candidatefcontributionchange. aspx = @en [unks
Contribution Stata of Rhot ksland———————]
U pd ate p ag e — Campaign Finance Electronic Reporting & Tracking System (ERTS)
Contribution Update
Welcome back: JOHH @ CANDIDATE Last Login: Apr 22 2005 §:33AM
Help with this page Log O [v 152 [stage) Update the

contribution
details

A = Recpived
|contribution R
Cortribution Type Receipt Dste *  Deposit Date Transaction Type * Contribution Amourt =

Rhode Istand Menu i ci =] [ | Check =l § [5000
Board of Elections
Home Page Cortribution Explanation
Geners| Information
Transaction Number
Yiew Filed Reports LI
User Login "
|Donor Information
Edit
Prefix, First Mame: Ml Larst Mame: Suffix:
MR JOHH H. SMITH
Address 22 SOUTH MAIN ST
Address?
City: PROVIDENCE State: R Fip 02904
- |Employer Information
bone P R
H Iress’
Click Update Farms hikresss
City: PROVIDENCE State: L] Zip: 02908

Contribution ~—| shengeein

when finished \
[ oo |

& ] |8 4 mtemet

=

Figure 18 — Updating a Contribution page

Deleting a Contribution

If you need to delete a contribution you searched for, click the Delete link (Figure 17) and a
modified version of the Contribution Update page will display. A confirmation message
asking if you wish to delete the contribution will display at the top left of the screen. Click Yes
delete the contribution or No to cancel.
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Returning a Contribution
In the event you need to return a contribution to a contributor, search for the contribution and
click the Return link, which will bring up the Return a Contribution page (Figure 19). Enter

in the amount you are returning to the donor and complete any of the additional fields as
needed. Click the button to submit the data to ERTS.

Fjhttps://secure2.ricampaignfinance.com/RhodelslandCF /Candidate/contributionchange.aspx - Micrasoft Internek Explorei

Eile Edit Wiew Favaorites Tools  Help

@ o=@ al Q@ wm G I B g9 . i
Back Farward Stop Refresh  Home Search Favorites  Media  History Mail Print Edt Discuss  ieSpell
Address I@J https:ffsecure2. ricampaianfinance. com/RhodelslandCFCandidate contributionchange. aspx j 6’60 ‘ Links **

State of Rhode Island 1]
Campaign Fihance Electronic Reporting & Tracking System (ERTS)

Contribution Update
‘Welcome back: JOHH O CAHDIDATE Last Login: Apr 22 2005 8:33AM
Help with this page Log Off | v 1.52 (stage)

|Return a Contribution
Origginal Cortribution Number: 142270

Rhode Island Menu

Expendiure Type: Cher 'I
Eoard of Elections
Home Page Payment Type: Check ¥
Genersl Information  COnfribution Amaunt: $ 5000
Views Filed Reports  AMEUNt Returning: * $ I
User Login =]
Search Explanation:
- Filings LI
- Cortri
- Expe 0 Expenciture Date;
Cora Paymert Dt
Lampaign Finance  Check Number
Hame
E
— Return Contribution #142270 m
Change Pin
[&] pone

T
Figure 19 — Return a Contribution page

Non-Sufficient Funds (NFS)

If a donor made a contribution to you with a check and the check was returned by the bank
due to Non-Sufficient Funds (NFS), search for the contribution and click the NSF link to bring
up the NSF Check page. Enter the date the check was returned and provide a brief

explanation. Click the button to submit the change to ERTS.
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Expenditures

Clicking on the SRR tab will bring you to the Expenditure Administration section
of ERTS. This is where you can enter and manage all the expenditures of your organization.

Ex pen diture /3 ExpenditureWorkPage - Microsoft Internet Explorer - 18] x|
Administratio Ele Edt Wew Favortes Iools Help |
e N .+ .98 @ a|a B 3 = d %
p g NEack Forward Stap Refresh  Home Search Favorites  Media  History Wil Print Edit Discuss  ieSpell Ad d an
Agm%f@\https:ﬂp’se:urez‘n\:ampalgnﬁnance‘cDmfrhDdeIsland:FﬂCandldateﬂCandldatEwur)@pace a.aspx ~| @ ‘ Links > .
= Expenditure
. R Y T Y RN —
Ex pen d 1iture Campaign Finance Electronic Reporting & Tracking System (ERTS)
Tab
\ Expenditure Administration
Welcome back: JOHN O: CAHDIDATE Last Login: Apr 26 2005 7:224M Find an
st this page Log O | v1.5.2 (stage) Expendlture
Rhode Island Menu|EXPenditure History (10 most recent Expenditures) 10 most
e [ recent
Home Page i i - Expenditures
Payee Expenditure Type Expenditure Date Payment Date Expenditure Amount
Beneral Information o ¢ CANDIDATE Repaymert of Loan 03222005 $250 00| Eaind
d IRENASS AIANCE CATERING [2P Repayment l03/01 12005 0301 12005 s20000|Edit
RENASS AISNCE CATERING [accourt Payable 020512005 $200.00[Edit
& goregete Expendture [03/25/2005 $57.50|Edit|
GooD PIZZA CO. (Campaion Expenditure [03103/2005 $150.00[Edit
BLACKSTONE BANK (Campaion Expenditure [02027/2005 $8.75|Ed
Enter the 3L PRINTING INC (Campaion Expenditure (020252005 $78.52(Edit| Edit
Payee Contact Us E I dan
. ) xpenditure
Mamtenance \ Compsign Finance  |Payee Maintenance p
section & By entering the Payes Meintenance area, you as the user wil have the akilty to search for @ Payee and ta fix any informetion thet
Forms is stored about the selected Payes
s Update a Payes
&) pone [ & @ mternet

Figure 20 — Expenditure Administration page

Expenditure History .. ..

This section allows you to view the last 10 expenditures entered into ERTS. The following
detail is provided for each of the contributions:

o payee for the expenditure

o [SOERLIITIERRY]E: This is the type of expenditure.

o [SNENLIUIEYEPENE: This is the date the expenditure was incurred. This date will
be the same as the Payment Date for expenditure types not requiring an
expenditure date.

o [FEVIGEIIMMENWS:. This is the date the expenditure was paid.

o [OLENCNTICERANNleIMli: The amount of the expenditure.
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Adding a New Expenditure (Figure 21)

To add a new expenditure in ERTS, you must click the m button in the Expenditure
History section (Figure 20). The Expenditure Entry page will then appear (Figure 21). The
following sections are found on this page:

e Expenditure: Specific Information about the expenditure being added
e Payee Information: Required information about the payee to whom the
expenditure was paid.

il
file Edit Yew Favortes Toos Help ‘
& 0= D al Qa4 @ @ @ B S g H ¥
Back. Foryard Stop Refresh Horne Search  Favorites  Media Histary Mail Print Edit: Discuss iespall
Adress [ &) https:/secure? ricampaignfinance. comrhadeslandef Candidate/ExpenditureorkPage. aspc | pan | Links !
State of Rhode Island| ;I
Dl s b ursem ent Campaign Finance Electronic Reporting & Tracking System (ERTS)
" Enter details
Type Expenditure Entry of the
‘Welcome back: JOHH Q CAHDIDATE Last Login: Apr 26 2005 7:22AM .
Help with this page Log Off |w1.5.2 (stage) " _Expendl_ture
into the fields
|Expenditure o]
Disbursement Type * Expenditure Type Expenditure Amaurt *
[campaign Expenciture ¥ | [mavertising =]
— =cllons  Expenditure Explanation Expenfr Data
e Pae i ? ity
=
ievr Filed Res Check Number En ter
o details on
s [Payee Information — the payee
j .::: & Individual " Organization In.tO the
Prefix First Name ** M Last Mame * Suffic fields
[ [
2mpsian Finsnce
Address! *
jome
B Address?
Change Pin Ciy ™ State e
Search for a /y
payee in the
B database [ o £
[&] Done [ 5 (4 nternet =
H . Figure 21 — Entering an Expenditure
Disbursement Type (Figure 21) 9 g P

Before entering any information for a new expenditure, you must select a Disbursement Type
from the first scroll box at the upper left of the Expenditure Entry page. This is important
since the required fields on the page will change depending on the disbursement type
selected. The following disbursement types are available for you to select:
Campaign Expenditure:
Aggregate Expenditure
Repayment of Loan
Refund Contribution
Account Payable

e AP Repayment
Once you have selected a disbursement type, you may then enter data into the rest of the
fields on the page. Be sure to select the appropriate Expenditure Type from the drop-down.

3

If you leave a required field blank, you will receive a warning message in red text indicating which
required fields you failed to correctly enter information into.

ERTS USER MANUAL 27 MAY 2020




STATE OF RHODE ISLAND

Add an Aggregate Expenditure (Figure 21.1)

BOARD OF ELECTIONS

The filer may elect to report expenditures as an “Aggregate”, by Expenditure Type,
provided the total paid to a vendor/payee does not exceed $100 in the calendar year

(Figure 21.1).

Select Aggregate Expenditure

as Disbursement Type

|Expenditu re

Select Expenditure

Type * Required

** Recommended

Disbursement Type * / Expenditure Type *

/

Expenditure Amount *

| Aggregate Expenditure ~ | [ Donations (All Others)

v |$[350 <— |

Expenditure Explanation
5 donations $50 each

1 donation $100 \

\

| submit | —

entry into ERTS

Add a Repayment of Loan (Figure 21.2)

Include
Explanation

Click Submit button to save

Enter total amount for
reporting period

Expenditure Date
(mm/ddiyyyy) *

03/31/2005 w
Enter last day of

reporting period

=]

Figure 21.1 — Add an Aggregate Expenditure

Candidates may repay loans contributed to their campaign. ERTS keeps track of the loan
amounts and the loan amounts unpaid. When entering a Repayment of Loan, the
Expenditure Amount cannot exceed the Loan Amount Unpaid for a Selected Loan. Only
one loan can be selected per entry. Multiple entries may be required.

Select Repayment of Loan as

Disbursement Type

Expenditure

" Required
**Recommended

Disbursement Type * / Expenditure Type * Expenditure Amount *
[RepaymentofLoan | [Loans Payable ~ | $ (250 <4—__ Enter expenditure
details
Expenditure Explanation Expenditure Date (mm/dd/yyyy) *
05/04/2009
Check Number Click Select next to the
|52 ‘% loan you wish to repay
pane D13 D3 L 0 Da L D Faild D )3 gle O 0
Select TJJOHN Q CANDIDATE |$1,000.00 $1,000.00 04/01/2008 v
JOHN Q CANDIDATE  $500.00 $0.00 01/30/2005
Select | |[JOHN Q CANDIDATE ($200.00 $0.00 03/30/2005

|

ERTS USER MANUAL

Click Submit button to save
entry into ERTS

28

Figure 21.2 — Add a Repayment of Loan m|
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Add an Accounts Payable (Figure 21.3)
A filer should report an expenditure for goods or services received, but not paid for, as an

Accounts Payable and an AP Repayment when the expenditure is paid.

Select Expenditure

= * Required
Expendltu re Type = Recommended
Disbursement Type * Expenditure Type * A/E(penditure Amount *
| Account Payable <~ | [ Advertising -

~ ] $[350 1\]\
Enter expenditure

Select Accounts Payable as Expenditure Date details
Expenditure Explanation ** Disbursement Type (mm/ddiyyyy) *
PALM CARDS RECEIVED, INVOICE NOT PAID 05/08/2005
YET

Credit Account:
—
T Include -
- Previous Aggregate
Explanation

Payee Information

O Individual @ Organization Search for Payee or enter
Sgél]ﬁ'gifation PAULY PRINTING ] < Payee Information if Payee

is not saved in ERTS

Address1 ** 152 ELMHURST AVE
Address2
City ™ CRANSTON ] State ™ RI Zip |02911

Click Submit button to save

ml/ entry into ERTS Figure 21.3 — Add an Accounts Payable

Add an AP Repayment (Figure 21.4)

| |

| Expenditu re *“:Rec;:mRrﬁgﬁggg
Disbursement Type * Expenditure Type * Expenditure Amount *
|AP Repayment  w._ /| [Refunds/Reimbursements ~ | $ (350 I
Select AP Repayment as Check/Pymt Date
Expenditure Explanation Disbursement Type Enter expenditure (mmidd/yyyy) *
details \
Check Number
155 |

penditure

Select ¢|PAULY PRINTING ($350.00 $350.00 05/08/2005 v

Click Select next to the
AP you wish to repay

Click Submit button to save

"l < entryinto ERTS m|
Figure 21.4 — Add an AP Repayment
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Searching for a Payee (Figure 21)

Once you have entered a payee and the associated expenditure into ERTS, you do not need
to retype the payee’s information if there is another expenditure to them from your
organization. Select the Disbursement Type and enter the required details regarding the
expenditure. Type the Payee’s last name or organization name into the appropriate field in
the Payee Information section, then click HEZZM . A list of possible matching payees will
appear below the fields. Select the correct payee to which the expenditure was made and
the Payee Information will automatically be loaded into all the appropriate fields. Verify all
the information for the payee and expenditure are correct and click JEILULE to save the
expenditure in ERTS.

It is important that you utilize the Search feature whenever you are adding expenditures. This
will allow ERTS to store each of your payees in its database. If you frequently have
expenditures to the same payee, this will make it easier as you will not have to enter that
payee’s information each time.

If you fail to use the Search feature, you more than likely continue creating duplicate payee
records for the same individual or organization, which will problematic if you ever need to
update the payees contact information in the database using the Payee Maintenance section
since you will have multiple entries to change for the same payee.

Payee Maintenance ..

If a previous payee has new contact information and you are making another expenditure to
that payee, do not add a new expenditure to the payee until you have updated their entry in
the database. In the Payee Maintenance (Figure 20), click on Update a Payee and you will
be taken to the Donor/Payee Update page (Figure 22).
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Figure 22 — Donor/Payee Update page
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Once you arrive at the Donor/Payee Update page, select whether the payee is an individual
or an organization and the fields on the page will change accordingly. Then enter the payee’s
last name into the Last Name field or enter the name of the organization (if relevant) and click
IEZXXZE . ERTS will search the database for all payees with the last name or organization
name you specified. All matches will be displayed at the bottom of the page. Click the name
of the payee you wish to update (Figure 22.1).

N —— | pow e st |

_ E| =
Elere N SET 2 [ wterret

Figure 22.1 — Payee update search results Figure 22.2 — Edit payee information

Once you have updated the payee’s information, click gl at the bottom-left of the screen
to save the changes (Figure 22.2). You will then be returned to the Expenditure
Administration page.

Searching for an Expenditure (Figure 23)

There are times when you may need to search for a specific expenditure to a particular payee.
Searching ERTS for an expenditure is done within the Expenditure Administration section

(Figure 20). Click on the m button to access the Expenditure Update page (Figure
23).

At the Expenditure Update page, enter any information about the expenditure as you know.
For example, enter in the name of the payee (Figure 23).

The results for the search will appear at the top of the page (Figure 24). If no results are

displayed, try broadening your search by including less information. If the search yields
results, click on one of the options shown to the right of the expenditure.
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Updating an Expenditure (Figure 25)

If you choose to update an expenditure you searched for, click the Update link to be taken to
the Expenditure Update page. Change any details of the expenditure that need to be

changed. The only detail you cannot change is the Disbursement Type. Once you are
finished, click .
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Figure 25 — Expenditure Update page
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Deleting an Expenditure

If you need to delete an expenditure you searched for, click the Delete link (Figure 24) and a
modified version of the Expenditure Update page will display. A confirmation message
asking if you wish to delete the expenditure will display at the top left of the screen. Click
Yes to delete the expenditure or click No to cancel (Figure 26).
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Figure 26 — Delete Expenditure confirmation page
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Filing Reports

BOARD OF ELECTIONS

Clicking on the [ Filings oYMt Organization Overview page will bring you to the
Filing Administration page where the user may submit filings to the Board of Elections and
review filings already submitted.
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Figure 27 — Filing Administration section

The Filing History area contains all the filings submitted to the Board of Elections. You can
view both the electronic and scanned original (if any) version of the filing.

Reports Due

(Figure 27)

2CTololamBY/els: This is the report type which was filed.
BII[:EBENE. The date the report was due.

Indicates whether the report was received or not.
Indicates date the report was filed.
. Indicates whether the report has been amended or not.
Amend: Click to amend the report
View: Click to view the report

The Reports Due area allows you to easily see the status of various report types. The report
status column will indicate whether the report is past due. This area displays:

e View/File: Click to electronically file the report through ERTS.
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Filing a Report (Figu

re 28)

BOARD OF ELECTIONS

Once the data entry of all contributions and expenditures has been completed and you are
ready to file a report which is scheduled in the Reports Due section, click the View/File
link next to the report you wish to file (Figure 27). The CF-2 Summary of Campaign Activity
screen (Figure 28) page will appear. Verify the Candidate, Treasurer or Organization name
and contact information are correct.
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The summary totals of all contributions and expenditures entered into ERTS will autofill the
CF-2 Summary of Campaign Activity. Once you have verified that all of the fields are

accurate,

click to submit the report to ERTS (Figure 28.1). A confirmation

dialog box will appear asking you if you are sure you want to file the report (Figure 29). Click
OK to submit the report or click Cancel to return to the CF-2 Summary of Campaign Activity
screen without filing the report.
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Once ERTS has successfully saved your report, you will see a filing confirmation screen
(Figure 30). Click “Click here to View Report” if you wish to view and print a paper copy of
the report you filed.

Amending Filed Reports (Figure 31)

If you need to amend a report you have already filed, you may submit an amended report to
the Board of Elections through ERTS. Proceed to Contributions (page 9) and/or Expenditures
(page 26) for instructions on adding, updating, or deleting transactions in ERTS. Once the
data entry is completed, submit an amended report by clicking on the [ Filings ERy
get to the Filing Administration page (Figure 31). Under the Filing History area of the
page, locate the report you wish to amend and click the Amend link next to the report.
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Figure 31 — Amending a report through the Filing Administration page

Once you click the Amend link, you will be taken to the CF-2 Summary of Campaign
Activity page, as you were when you initially filed the report. Verify the changes you have
made are incorporated into the amended filing and click to submit the report to
the Board of Elections through ERTS.

A confirmation dialog box will appear asking you to confirm if you want to file the report. Click
OK to submit the amended filing or click cancel to not submit the filing. If you click OK to file
the report, a confirmation screen will appear informing you that your report has been filed. It
is recommended you print this report for your records.

If the cash balance is changed after amending a report, be sure to amend subsequent reports to carry
forward the updated cash balance.
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Submit a Non-Scheduled Filing ;g e 27)

The Non-Scheduled Filing area contains the filings that may be submitted to the Board of
Elections, that are not scheduled in the Reports Due section. These filings include:

e CF-1 Notice of Organization: This form is used to register a candidate, officeholder,
political party committee or PAC with the Board; and/or to appoint/designate or change
a campaign treasurer and deputy treasurer(s).

e CF-5 Affidavit for Annual Filing Exemption: This affidavit, when filed, exempts a
campaign finance treasurer from filing the scheduled periodic reports of contributions
received and expenditures made for a specific report year. Thereafter, a Summary of
Campaign Activity (CF-2); a Schedule of Contributions Received (CF-3); and a
Schedule of Expenditures (CF-4) must be filed no later than the last day of the month
next following the end of the reporting year to report any campaign finance activity
occurring within said reporting year.

e CF-7 Affidavit Dissolving Campaign Account: This affidavit, when filed by a

campaign treasurer, certifies that there are no remaining campaign funds, the
campaign has completed its business and is thereby dissolved.
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Creating Activity Reports

Through ERTS, you have the capability to view and print activity reports for your organization.
Activity can include any of the following items:

e Contributions

e Expenditures

e Loan Status

e Account Payable Status
e AP Repayment Status

The report can be customized according to a variety of criteria including: election cycle, date
range, contribution type, donor last name, organization name, amount, filing status, and
contribution status. Additionally, you can choose to create a summary report or a detailed
report.

To create a report for your organization, click on the tab on the Navigation
Bar. This will take you to the Organization Reports page (Figure 32). Select the criteria on
which you wish to base the report.
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 Confributions Contribution Type: [an -
-E it
=XpenciLres Donor Last Hame or l— First Hame:

Cortact Us Organization Hame: B
Campaign Finance Cite State: fip Code:
Home
Forms At Least Amount:
Change Pin o

Filing Status: @& p) " Filed ¢ Un-filed

Contribution Status: " an ¢ Complete " Incomplete
Report Type: & summary ¢ Detail
Sum Report By: | contribuion Type «
Sort instructions: j
|&] Done [ |8 |4 meermet

Figure 32 — Organization Reports upper screen
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Click

ZXRhode Island Board of Elections - Microsoft Internet Explorar =] x|
Fle Edt View Favorites Tools Help |
R - 4} @ Ey- & . k4
Back Forward. Stop Refresh Home Search Favorites  Media History Mail Print. Edi Discuss iespell
address [&] hitps: fsecurea. ricampaignfinance. comfRhodslslandCF/Candidate/f eports/ReportworkPage. asps: | @e |Lir\ks > Google - [ >
Home Fage ;I
Leneral information  Select report criteria:
View Filed Reports
Election Cycle: [2005 Election =1
User Login
Date From: [0 /01:2005 Thru  [T2/512008
Search
- Eilings
- Lertributions Contribution Type: [ -~
- Expenditures D Last N
onor Last Hame or . "
——— p s A | First Hamne:
Campaign Finance City: I State: Zip Code:
Home
Eorms At Least Amount:
Change Fin N
Filing Status: & an " Filed ¢ Un-filed
Contribution Status: = an " complete ¢ Incomplete
Report Type: & summary " Detail
Sum Report By: | Contribution Type
Sort instructions:
Column Order Direction
on:[Fore =] Click View /
Option 1: | Monz " Agcending (' Descending L~ .
Print Report
option 2 [Mere =] " ascending " Descending
option 3: [Mere =] " ascending " Descending
[&] Done [B) 4 tnkernet

Figure 33 - Organization Reports lower screen

and ERTS will display your report onscreen (Figure 33). The report

is formatted to be easily printed. To print the report, right-click anywhere on the screen and
select ‘Print’, or export detail to comma delimited file (Excel). Click on to go

back to the criteria selection page for another report. (See Figure 34).

Zj TransactionReport - Microsoft Internet Explorer

ETEY
[« |

Select
File>Print
to print
the report

Export to comma

File Edit  WView Favorites Tools  Help
= . 0=+ D a Q EYE ™
Barck. Forward Stop Refresh Home Search  Favorites  Media History Mail Print Edit Discuss iespel

Address |@ hitps:/jsecure? ricampaignfinance. comiRhodelslandCF{Reports/ TransactionReport. aspx? OrglD=6060BeginDate=01/01/20053EndDat ¥ | ¥ Go | Links ”| Google - |

!

Rh

ode Island Beoard of Elections

JOHN Q CANDIDATE
Contribution Report
01/01/2005 - 12131/2005

Campaign Finance Electronic Reporting & Tracking System (ERTS)

|summary Totals

Resutts per page: |10 T

Indivicius! $775.00
Aggregate - Individual $370.00
Loan Proceeds $s500.00
Repayment of Loan ($250.00)

1

delimited file

CANDIDATE, JOHN @

Repayment of Loan ($250.00)

SMITH, MR. JOHN N
JONES, JANE

JONES, MS. LISA K
VILLIAMS, ROGER

CANDIDATE, JOHN @

NARRAGANSETT PRINTING
ANCHOR BANK

JOHN @ SMITH Law OFFICES
WA TERYIEW RESTURSUNT
WILLIAMS & WiLLISMS ESQ

Indlividual §50.00
Indlivicdual §125.00
Aggregate - ndividusl §370.00
Loan Procesds §500.00
Indlividusl $300.00
Indlividusl $300.00

Receipt Date  [DepositDate | |

03/22/2005
071/12/2005
02/19/2005
03072005
02/15/2005
03/15/2005
02/012005

03/07/2005

Icantributinng ngHpm Detail to comma delimited file Results per page:

ShowDetails. ..
ShowDetails. ..
ShowDetails
ShowDetails
ShowDetails
ShowDetails
ShowDetails

&) Dane
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Reviewing Pending Contributions and/or Expenditures

It is important to review pending contributions and pending expenditures before and after
filing a report. This will help you identify which transactions you have already entered into
ERTS or which transactions remain unfiled after filing a report. The pending contributions
and pending expenditures totals can be located on the Organization Overview page (Figure
35).

} https:/ /secure2.ricampaignfinance.com,RhodelslandCF /Candidate /ContributionWorkPage.aspx - Microsoft Inte

=181 x|

File Edit ‘“iew Favorites Tools Help

&« 0= B @A o | @ @m @ @ | B & = H W

Contzct Us

Campsign Finance
Hame

Reports Due

Report Type Due Date Report Status Date Filed

Back Formard Stop Refresh  Home Search Faworites Media  Histary Mail Print Edit Discuss  ieSpell
Address | €] hitps:/fsecurez. ricampaignfinance. comfRhodelslandCF{Candidate/ContributionarkPage. aspx x| @e | Links
%wmﬁ“f Organization Overview
Welcome back: JOHH O CAHDIDATE Last Login: Apr 15 2005 8:19AM Pen d | n g
Help with this psge Leg Off | v1.5.2(stege) Contributions
/ Total
Rhode IsiandMenu |ACCOUNt Status
Board of Elections Totals Pendi ng
Home Fage Ending Balance as of 12i31:2004 $0.00] Expenditures
General Information  |Pending Contributions $1,345.00 / Total
\iew Filed Reporis Pending Expenditures $974.97
User Login . )
[Transaction History
Search
- Filings Transaction Type Year to Date Totals
- Lortribuions Contributions $0.00
pExpandires [Expenditures | $0.00|

Forms 2005 On-Gaing Guarterly (15t 04i3002005 Fila
Change Pin 2005 On-Going Guiarterly (2nd) 074302005 File
2005 On-Gaing Guarterly [3rd) 1043002005 File
2005 On-Going Guiarterly (4th) 014302006 File
1
Board Actions (Fines and Violations)
Description Violation Date Violation Description Violation Balance
[Open 10052004 lLate Filing Yiolation 52500
|Bren [11730/2004 |Cate Filing Vidlation [545.00 Il o
[ 1] -
€] [ B [ nternet

Figure 35 — Pending Contributions & Pending Expenditures Totals

To review pending contributions or pending expenditures, click the tab and
select Contributions or Expenditures in the | want to view drop-down menu. Select Un-filed
in the Filing Status section (Figure 36) and click the button at the bottom
(Figure 33). The pending transactions will be displayed (Figure 34).

Refer to page 24 if any contributions need to be updated or deleted and pages 33-34 to
update or delete any expenditures. If a transaction needs to be filed after updating, refer to
page 38 on how to amend a filed report.
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Reports
ome > On Behalf Home

|Reports

I want to view:

Expenditures
Loan Status

Account Payable Status
Select report criterid AP Repayment Status

Election Cycle: [None

Date From: |

Select Contributions
or Expenditures in
Drop-Down

~ ]

Thru | |

Contribution Type: | All

Donor Last Name or " .
Organization Name: | First Name: | |

City: | | state: | | ZipCode: [ |

At Least Amount: | | Select Un-filed for

- Filing Status
Filing status: O Al O Filed ® Un-filed g

Contribution Status: @ an O complete O Incomplete

Report Type:  ® summary O Detail

Sum Report By: |Conlr|bul|on Type ~ |

Sort instructions:

Column Order Direction

Figure 36 — Organization Reports Upper Screen

If you are unsure why a pending contribution or pending expenditure is not filed, be sure to check for

incorrect dates (e.g. year input as 2002, instead of 2020) or if the date of the contribution or expenditure
falls outside of the reporting period for the report you filed.
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